PaymentWorks Training: How to Invite a

Supplier
From the "myRutgers" portal https:limy.rutgers.edu: 4. The following pop-up will appear. Populate the fields with supplier
1. Click on the "Rutgers Supplier Portal" app under Finance and Information.
Purchasing within My Apps
E Invite New Vendor Invite New Vendor
Finance and Purchasing N
1 C i NU What iice does the supplier provide?:”
':hisﬁeld' lired A
2 | contact Email* S“gﬁﬂz‘:ﬂpf
| Initiator Phone Number."
3 i“ﬂy()miﬂdEMail'
| P
2. Click on the "Vendor Master Updates" tab from the 4 = St
PaymentWorks Home page |

3. Scroll to the bottom of the page and click on "Send Invitation"
listed under the Filters and Search bars:
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Filter Results:
Vendor Name: | ]
Vendor #: ( ]

Gontact E-Mall: | ]

Invitation ( ~
Approval:
( ~ |
{ ~
Registration | ~
Form:
Source: ( ~1]
Invitation ( )
Initiator:
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Invite New Vendor

Company/Individual Name:"
|VetBiz

Contact E-Mail*

arush327@aol com

An invitation was previously sent to this email address
Verify Contact E-Mail.™

| arush927@zol.com

What goods/senvice does the supplier provide?”

5. Click "Send" when you are done entering
Supplier information.

@ Invite New Vendor
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